
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Title/Position]  

[Organization/Institution Name]  

[Organization Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

I am writing to provide a testimonial for [Name of individual being 

recommended] in relation to [specific context, e.g., their application to 

a program, job position, etc.].  

[Begin the body of the letter with an introduction of how you know the 

individual and your relationship with them.]  

[Provide specific examples of the individual's skills, accomplishments, 

and qualities that you have observed. Mention particular instances that 

demonstrate their capabilities.]  

[Highlight any relevant experiences or contributions that suggest the 

individual would excel in the position or opportunity they are pursuing.]  

In conclusion, I wholeheartedly recommend [Name] for [specific 

opportunity, position, etc.]. I am confident that they will bring the 

same level of excellence and dedication to this opportunity as they have 

consistently demonstrated in our time together.  

If you require any further information, please do not hesitate to contact 

me.  

Sincerely,  

[Your Signature (if sending a hard copy)]  

[Your Printed Name]  

[Your Title/Position] (if applicable)  

[Your Organization/Institution] (if applicable) 


